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HOLDS REQUEST LIST
1. Select Utilities from the drop down menu on the Polaris bar then click on Reports and Notices.

HOLDS REPORTS PROCESS IN POLARIS
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Alternately, use the click on the @ and ﬁ to open Reports and Notices.

2. In Polaris Reports select Circulation, then Holds and SLCO Hold Request to Fill.

=181
|F{epcrt Categories: |ﬁvailable Reports:
E-{_] Polaris Name | Type | Date Modified

(3 Acquistions Expired Requests Report  822/20131:27FM

7] Cataloging Held Checklist Repot  8/22/20131:27PM
&0 Greulation Hold Requests To Fil Repot  8/22/20131:27 P
Holds alert report by branch Report 8/22/2013 127 PM

Holds alert report by library Repaort 8/22/20131:27PM

Holds Fiscal Year Analysis Report 8222013 1.27 PM

Holds Purchase Alert Report 8/22/2013 127 PM

Local Hold Request and tem Counts By Branch Repart 8/22/20131:.27 PM

Pending Holds Court Report 8/22/2013 127 PM

Request Time to Fill Repaort 8/22/20131:27PM

5 LCO Hold Request to Fill Report 10/15/2013 11:48 AM
SLCO Unclaimed Holds Report 10/15/2013 11:14 AM
Unclaimed Checklist Repart 8/22/20131:.27 PM

3. Select branch and sort order using the options in the dialog box. Then click submit or press enter.

Report Wizard - SLCO Hold Reguest to Fill Report Wizard - SLCO Hold Reguest to Fill

Parameters |Sorting Options | " Parameters  Sorting Options |
Organization: Sorting Options:
Keams Library (KEA) ﬂ CallMumber
Magna Library (MAG ) )
Metro Jail Library (METRG) fﬂ:le“'-c’cat"’“
Millzreek Certer Library (MCC) & —
Chebo Jail Library (OXBO )
Riverton Library (RIV)
Salt Lake Courty Archives (ARCHIV —
Smith Library (SMI)
South Jordan Library (SJO)
Taylorsville Librany (TAY)
Technical Services (TSV) LI
Sorting direction:
Ascending j

Submit | Cancel | Submit | Cancel |

4. When the report is completes it will be in PDF format. Click on the @ to print the complete report.
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UNCLAIMED HOLDS (FORMERLY EXPIRED HOLDS)

1. To access the list for Unclaimed Holds select Utilities and then Reports and Notices from the drop down menu
on the Polaris bar.
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2. Once in Reports click on Circulation and open the Holds Folder. Select SLCO Unclaimed Holds.

it

|Hepcrt Categories: |ﬁvailab|e Reports:
=-{1 Polaris Name | Type | Date Modfied |

{1 Acquisitions Expired Requests Report 8/22/2013 1:27 FM
Held Chechdist Report 8/22/20131:27 FM
Hold Requests To Fill Report 8/22/20131:27 FM
Holds alert report by branch Repart B/22/20131:27 FM
Holds alert report by library Report 8/22/20131:27 PM
Holds Fiscal Year Analysis Report 8/22/20131:27 FM
Holds Purchase Alert Report 8/22/20131:27 FM
Local Hold Request and ttem Counts By Branch Report 8/22/20121:27 FM
Pending Holds Count Repart B/22/20131:27 FM
Request Time to Fill Report 8/22/20131:27 PM
SLCO Hold Request to Fill Report 10/15/2013 11:48 AM
[ElsLco laimed Holds Report 3 11:14 AM
Unclaimed Checklist Repart B/22/20131:27 FM

3. Select branch and submit the reports.

Parameters |

Organization:

Magna Library (MAG ) ;l
Metro Jail Library (METRO)

Millcreek Center Library {MCC)

Oxbo Jail Library (OXBO )

Riverton Library {RIV)

Salt Lake County Archives (ARCHIV! J

Smith Library (SMI)

South Jordan Library (SJO)

Taylorsville Library (TAY)

Technical Services (TSV)

Training Library (TRA) LI

Submit | Cancel |

4. When the report is completes it will be in PDF format. Click on the @ to print the complete report.
ESLCO Unclaimed Holds.pdf - Adobe Reader
File Edit View Window Help

BRESEESE] @[] o ][] |HD[03 & o] s
)

SLCO Unclaimed Holds

Sandy Library

Patron: Title: Unclaimed Date:
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